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1. Budget System Basics
The Budgeting System z An Overview
Functiomlity Overview

¢KS {dF3dSQa @ dompriSad afyiwa apaliaiohd@eymont Vantagand Vermont
infoAdvantage. Vermont Vantagetige poirt of direct data entry by end users. Vermont infoAdvantage
produces reports for the Legislature using the data from Vermont Vantage. The budgeting bgstem
several key functions, among them

1 Standardkzing the process of entering their annual budg&ssuring consistency in the budget
development process and traceability of trends over time.

1 Importing Department of Human Resources position and employee data, which is projected
reqularly during the buglet development periodProviding departments w/upo-date salary costs
that are adjusted whenever departmewriven (position/employee/pay changes), or benefit table
(health, etc.), changes occur.

1 Importing Actuals from the previous fiscal yeAllowingdepartments to better understand the
actual need for individual budget items in the upcoming fiscal year.

1 Providing queries and reports for budgetary information (including position) at various selectable
levels for both funds (specific fund, fund typd,fands) and organizations (division, department,
agency, all state)siving users the ability to isolate specific information that is relevant to their
business need.

Contact Information

Thesupport resource for end users is the Vantage Admin Team, whadmprised of members from the
Department of Finance and Managemenhhey should serve as tipgimary contact for all
VantagédinfoAdvantagerelated questionsand can be reached at their shared inbox:
FIN.Vantage@vermont.goRepartments may also contact their budget analystrfon-technical Vantage
assistance

Setting Up Your Computer for Vantage and infoAdvantage

Vantagewill operate proficiently on multiple browsers including Internet Explorer hto@e, and Edge.
infoAdvantage will only operate dnternet Explorer 111f you need to use a browser other thamernet
Explorer 11or if you follow the steps below and learn you are notloternet Explorer 11please work
gAGK @2 dzNJ RSdvitleNIi YSYy 1 Qa L ¢ LINJ

Internet Explorer 1¥erification

To verify whichversionof Internet Explorer you are runnipgerform the following steps:

1. Open Internet Explorer by clicking tB¢artbutton, and then clicknternet Explorer

5

2. Click the > icon in the top menuandthen clickAbout Internet Explorer

3. You should see a page indicating the version Integxetorer:


mailto:FIN.Vantage@vermont.gov
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About Internet Explorer .

E Internet
Explorer1
lilr;rcl :actzv:r-t ii-I :61219.%.:.;3- (KB4230450)

IO

Product 1D 00150-20000-00003-A4459

© 2015 Microsoft Corporation. All rights reserved.

Cloze

Allow Popups (Disable Peyp Blocker)

Vantageand infoAdvantageise popupsto display informationPlease follow the stepsgow to allow
these popups toproperly display

1. Open Internet Explorer by clicking tB¢art button, and then clicknternetExplorer.
2. Click the*" icon

3. Clickinternet Options

4. Click thePrivacytab

5. In the Popup BlockeiSettings section clicRettings

In the Address of website to allovbox, type the followig URIs:
https://vantage.erp.vermont.gov/VTPROD/
and https://vantage-bi.erp.vermont.gov/InfoViewApp/

6. ClickAdd
7. ClickClose

Allowing infoAdvantage site display

Vantageand infoAdvantagare hosted on the legacy state.vt.us serveteaseollow the steps below to
allowthe Vantageand infoAdvantagéogin screesto properly display

1. Open Internet Explorer by clicking tB&art button, and then clickingnternetExplorer
2. Click the™ button
3. ClickCompatibility View Settings
In the Add this website box, type the following URips://vantage-bi.erp.vermont.gov/InfoViewApp/
4. ClickAdd
5. ClickClose



https://vantage.erp.vermont.gov/VTPROD/authservice/login.jsp
https://vantage-bi.erp.vermont.gov/InfoViewApp/logon.jsp
https://vantage-bi.erp.vermont.gov/InfoViewApp/logon.jsp
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+yiGr3s {eadasSy 1 00Saa yR | w[ Q&
Click these links from thgtate of Vermont Network to access Vantage and infoAdvantage.

https://vantage.erp.vermont.gov/VTPROD/

Vantage Production

InfoAdvantage Production https://vantage-bi.erp.vermont.gov/InfoViewApp/

The VantageURL will take you to the Vantafgrin page as seen below:

TheinfoAdvantagdJRL will take you to thefoAdvantagdog-in page as seen below:

m‘\\M ‘infoAdvantage

Log On to AMS infoAdvantage | Heip

Enter your user information and click Log On.
{If you are unsure of your account information, contact your system administrator.)

System: |biprdapp0l |

User Name: [ |

Password: | |

Authentication: Enterprise -

If you needo access Vantager infoAdvantageemotely, pleaseensure that you areonnected to the
{ G G S ®éh vartagetand infoAdvantage live behind the State fireavallcannot be accessed
outside of the server.

Logging into Vantage and infoAdvantage

New users to Vantage and infoAdvantagé only be able taccess both systenagter completingthe
Vantage New User Request Form foundhi@ps://finance.vermont.gov/vantagdudgetsystem

Vantage

To log ito Vantage enter:


https://vantage.erp.vermont.gov/VTPROD/authservice/login.jsp
https://vantage-bi.erp.vermont.gov/InfoViewApp/logon.jsp
https://finance.vermont.gov/vantage-budget-system
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1. VantageUser Name
1 Is your first name followed by a period (.) then your last name.
1 Characters are case sensitive.
1 For people with nicknames, your username is the same as your -G@\agldress.
2. VantagePassword
1 Use the password that you have set or been assigned bydmeage Administrator Team

3. Click theLoginButton
infoAdvantage

To log intonfoAdvantageenter:
1. System Name biprdapp01
2. infoAdvantage User Name same as your Vantage username.

3. infoAdvantage Password individually assigned by the Vantageministrator Teamand most
likelynot the same as your Vantage password.

4. Authentication ¢ éEnterprisé€

5. Click theLoginButton
Password Criteria

Atfter thelogging into Vantagandor infoAdvantagdor the first time your passwordnayneed to be
changed. Your new password needs to comply with the following criteria:

1 Be a minimum of eight (8haracters in length, must use at least three of the four character types,
those being: lower case letters, upper case letters, numbers and special characters
(Examplel, #, %).

T tFaadag2NRa YlIe& 2yfeé& 0S NBddzaSR SOSNB 0 KANIR SIBIAY SR
having at least fifty percent (50%) of the characters different from the preyiassword.

Changing your passwond Vantage

Login toVantage

Click theEdit Passwordink at the top right corner of the homeage
Enter your current password in tHieassword-ield

Enter your newpasswordn the New Passwordield

Retype your new password in théerify Passwordield

ClickSave

N o o bk~ w bR

If your password is successfully changed you will see the follonésgae:
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A Password changed successfully.

Change Password

(save | [ cancel |
Expand All | Collapse All

= Change Your Password [3)

Password: |I.I.II.I.II.IIII.III MNew Password: [

Verify Password; [

Changing your passwordinfoAdvantage

Login toinfoAdvantage

Click thePreferencedink at the top right corner of the homeage
Click onrChange Password

Enter your current password in th@ld Password-ield

Enter your newpasswordn the New Passwordield

Retype your new password in ti@onfirm NewPasswordield
ClickOk

N o o0 b~ 0o b PRe

Forgotten Password?

If you have forgotten your password or need a new password in infoAdvantage, please contact the
Vantage Administrator Team &tN.Vantage@vermont.gov

If you have forgotten your password or neadew passwordn Vantage
1. Navigate to the Vantage log in page

2. dick the link on the login scredforgot your password?

User Name: I

Password: I

| Foraot vour password? |

©2001, 2014 CGI Technologies and Solutions Inc.
All Rights Reserved.

3. The screen will change and prompt yiou your User Name andBail Address.


mailto:FIN.Vantage@vermont.gov
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User Name: I

eMail Address: |

eMail Password

Return to Login Page

©2001, 2014 CGI Technologies and Solutions Inc.
@ All Rights Reserved.

4. If youentereda valid email addresanduser ID an email will be generated with new password.
A sample email is below for referendeyou do not receive an emajllease contact the Vantage
Administrator Team a€IN.Vantage@vermont.gov

Wed 8/15/2018 5:18 PM
F fin.vantage@vermont.gov

Performancebudgeting: Forgotten Password Generated Response
To

The password for the userid associated with this email address has been changed using a password reset request at 2018-08-15 21:18:23.036. If this action was not
initiated by you, please contact your system administrator immediately and report this situation.

First Name:

Last Name:
MNew Password:

If you have problems logging in, please contact your System Administrator for assistance.

5. Click theClick here to Logibutton

6. Enter yourUsername

7. Copy and Paste the new password into Besswordield. If you have diffiulty logging in

after following these steps please contact the Vantage Administrator Team at
FIN.Vantage@vermont.qov

TIP The Vantage Admin Team resets passwords in
infoAdvantage.
You can reset your owpassword in Vantage!



mailto:FIN.Vantage@vermont.gov
mailto:FIN.Vantage@vermont.gov
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Navigation in Vantage
General Vantage System Navigation Conventions

Basid\Navigation
Here are some very important Vantage navigation rules:

1 You must use the mouse or the tab key to navigate within the application; pressifmtae
button on the keyboard does not work in mdlds.

1 As theapplication isseparatefrom your browsernever use theBackor Refreshbuttons on your
web browsemwhen attempting to navigate in the applicatiobse of these buttons may cause you
to lose any unsavedork. Pressing thBackor Refreshbutton will causethe followingerror
screento be displayed:

r —
Windows Internet Explorer i i

{/G', Are you sure you want to leave this page?
Message from webpage:

You are about to end your session. You may lose
unsaved work by continuing.

Click OK to loegout, or Cancel to return to the current
page.

! = Leave this page
[ # Stay on this page
N

o If you ®lect theStay onthis pagebutton, you will receive the following error and be
returned to the application.

A\ Browser The Back, Stop, or Refresh button on your browser has been pressed. Please do not use the browser's navigation buttons.
! Navigation Use the application's navigation controls. You have been placed back at the correct page.

o If you select the Leave this page button, you will receiveotie of thefollowing
errorsandyou will need to log out and then back into Vantage

Windows Internet Explorer &

f To display the webpage again, the web browser needs to
I~\ resend the information you've previously submitted.

If you were making a purchase, you should click Cancel to
avoid a duplicate transaction. Otherwise, click Retry to display
the webpage again.

[ Retry ]l Cancel ]
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10 Webpage has expired

Most likely cause:

= The local copy of this webpage is out of date, and the website requires that you download it again.

Something to try:

® (lick on the Refresh button on the toolbar to reload the page. After refreshing, you might need to
navigate to the specific webpage again, or re-enter information.

& More information

NavigatiorBar

The Navigation Bar isdated in the upperight hand corner of the applicatiorpntains links for the Home
t 1 3S 6 dHelp, Piéférénzes, Edit Password, and Logout functiote thatwhen in abudget
request only theHelpoption is awailablevia the Navigation Bar

Welcome, 1 | Messages{0) [ Home B | Help | Preferences | Edit Password | Logout

E-

Home Returns the screen to the homepage

E The interlocking squares next to the Home link will open a secondary window to
the user to have two screens available to work in.

Help Provides online help for using the application (this is generic help information and
not Vermont Vantagepecific)

Preferences Used to set user preferences when working in the application

A

Edit Password |Uda SR (2 OKI y 3 S(dedeitBdNdR pg. DI & 4 6 2 NR

Logout Us=ed to logout of the application

Home Page and Category Toolbar Navigation

The Vantage home page will be the default page users will see when they Aalglitionally, it is one of

the two different ways users can navigdtes applicationRegardless of which method an end user

chooses, the options available willbethesdmg R 620K ¢gAff ONBIFI ISR I dGoNBIFR
advance through categories and sub categories

1. Home Pagg The home page navigation is similar to the Category toolbar, but it carbenly
accessed when on the home page, and instead of hovering an end user must click the
category/subcategory/form.

2. Category toolbar locatedin the upperleft-hand side of the seen below the bannerthe upper
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row of the toolbarcontainsCategories which, when hovered over, populbités to sub
categorieswhich in turn, when hovered over, populate forms.

Welcome,

FS  Projection/Allocation  Security

«dvantage Budgeting

eference Data - This contains links to all the SBFS - This contains links to all the SBFS data in the system. Projection/Allocation - Links to Security|
reference data in the system. Projection/Allocation.

1 Consolidations - This contains all the consolidation links. Positiens, Emplovees and Assignments - This centains links to Allocations
Subcategories for , , oo, e and st
Dimensions - This contains all the dimension links. Projections
Executing QUErIES | suse roms e contansal tobussetom nks. — Sopmemanar e

Budqet Controls - This contains links to Budget Controls. Class, Cateqory and Other - This contains links to Class, Category and
Other.

Performance Budgeting - This contains all the Performance

Budgeting definition links. Salary Tables - This contains links to Salary Tables.

Budqet Ranking - This contains all the Budget Ranking Salary Projections - This contains links to Salary Projection.
definition links.

Queries - This contains links to Queries.
Workflow - The following are Workflow-specific links.

utilities - Links to utilities. Budget Tasks - This contains links to independent Views. Dashboards - This contains dashboards. Integrat
Import / Export - This contains links to all Import / Export Budaet Financial - Budget Financial. Interfas
data. . . System,
HR Position - HR Position.
Rollover - This centains links to rellover. Budget
Performance Management - Performance
Management, Actuals
System
Dimensil
Financia)

Category Toolba Navigation Bar

¥ A])\’A NTA(;]‘,, Bt Welcome, Messages(0) [ Home | Help | Preferences | Edit Password | Logout

Reference Data SBFS Projection/Allocation Security Utilities Budget Tasks Dashboards Integration
Advantage Budgeting > Budget Tasks

Budget Tasks m

Pages

Formulate Budget Request
Execute a Query 4 .
Query Definition Maintenance D Su bcategorles

Rank Budget Requests

Budget Request Filter View
Budget Request Inbox

Advance Budaget Request Stage

NE I R O NHzY]

(o8

TIP Useful Categories:
- Budget Tasks
- SBFS
- Reference Data

Preferences

ThePreferencedeature allows you to customize the Vantage applicatod is accessed by clicking the
preferenceshyperlink in the Navigation bar.
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| Messages(0) [ Home & | Help  Preferences Edit Password | Logout

E

Styles allows you to change the appearance of Vantage (background themes, fonts and desktop color
schemes).

1
Stvles | Bookmarks | Usability Settings |

|Ereview| \Bever‘t| |gan|:el|

Expand All | Collapse All

r= Themes [§]

Choose a Theme: |User Specified

Eeturn to Top

r = Help m

Display Information Help:

Return to Top

r= Colors m
Heading Color 1: Dark Lavender --
Heading Color 2: Cavender |

Main Backaround Color: ]

P Pr— | ——

Bookmarkg; allows you to create easy access shortcuts toiappbn pages within the Vantage

application.To create a bookmark, ile on a page yd ke to bookmark , click tﬂ icon.

Add Execute a Query to Bookmarks

ol

Reference Data 5SBFS Projection/Allocation —STREStmpeesee o enboards  Integration

Advantage Budgeting > Budget Tasks = Execute a Query

Execute a Query

Code: | Name: | Public: [ ]
Select Displavllﬁ . Items

tKAA oAttt ONBIFIGS | yS¢g OFGS3I2NR 2y (GKS /FGiS3I2NR ¢2
will display allofi KS F LIJLJX AOF A2y LI 3Sa &2dz2Q@S 06221 YIFIN] SR® ¢ K
same limited number of forms as it will reduce the clicks to arrive at the desired Axditionally,you

can adjust the label and rank ordef your bookmarks in théreferencegab.
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LTS ADVANTAGE  sudgsting

Reference Data  SBFS  Projection/Allocation  Security es Budget Tasks Dashboards Integration | B
Advantage Budgeting > Budget Tasks > Execute a [ > Styles = Bookmarks

Styles | Bookmarks | Usahility Settings

Bookmarks Label: |Bookmarks

Display [10 [¥] 1tems

Bl
E] 9 Execute a Query

*Rank: |9

Label: |Execute a Query

Items on theUsability Settingtab are preconfigured, andhanges are not recommended

Help

Provides onlia help for using the applicatiowhich is dynamically populated depending on the form you
are usingPlease note thathe help page informationelates to the ofthe generic Vantage product atsl
Nota LISOATAO G2 £SNX2y)XiQad I yidlF3S O2yFAIdNI GA2Y

3]

Help Preferences | Edit Password | Logout

Welcome, | Messages({0) [ Home

E,

The help menu providesontextual help items based
2y (0KS LI 3IS &2dz2OQNBE DASs
so be sure to try it before seeking assistance!

Security

Departmentusers will have security access to the Business Units and Appropriations they are responsible
for. Whenyou first signin, try to find theDeptlDs associated with your business ynging the search

steps below for assistancahd if you do not have accegdease contact th&antage Administrator Team

at FIN.\Antage@vermont.gav

Advanced Navigation and Use

Searching (Global Search)

Many forms and data fields will require searching to loaatdthe following picture depicts the most
important searching concept


mailto:FIN.Vantage@vermont.gov
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Reference Data  SBFS Projection/Allocation Security Utilities BudgetTasks Dashboards Integration

Advantage Budgeting > Budget Tasks > Executea Query

Execute a Query
Code: I\ Name: Ib’ Public:
Solect | Display [AIl 1] Ttems
) () BAA_ADI_QUERY BAA Adjustment Query - Detall
@ () BASE_BUDGET PROCESS Base Budget Process - Detail Level
@ () BASEBUD_PROCESS_FUND Base Budget Process - By Fund
) () BAA_ADI_QUERY_FUND BAA Adjustment Query - By Fund
@ () BAA_AD]_LEG_FUND BAA Adjustment Query - By Fund
@ () BAA_AS_PASSED_QUERY_ BAA As Passed Adjustment Query - Detail
) () BAA_AS_PASSED_FUND BAA As Passed By Fund

1 *=Wildcard for searchesexample: b* search above, which returns all queries beginning with
obe Additionally, as the search results are case sensitive, | can also add an* without entering the
correct cases and still return the correct result, e.d., if 8 S NOK F2NJ I ad yIFYS a:
returnthe lastnameé A YA G KX ¢ odzi AT L SYyGSNI aaYAOlGKfFé Al 6A
a4 @& AilK

f ¢KS FANRG GAYS I &aSFNODK LI 3IAS Aa NOSFEMROAY | a$s.
DISRAYE

1 From that point on, every time when the user returns to the same search page during that session,
the last search criteria and results are displayed

TIP | Ensure that the Public box is checked while searchij
Non-Public queries are specific to thend user. Public
gueries will not show up without the Public box

checked!
Favorites
2 KSYy SYGSNAYy3 AYyF2NX¥IFGAZ2Y Ayid2 || KELISNIAY{ISR FTASEF
ONBIF{GS aCl @2NRAGSazée gadi@Kistd éhithzan thankb8 nsediagsho@dddl. 4GS | 06

91 To create a favorite:

o) Eithercliclonthe‘i?iconl-ylv? 0KSYy Ot AO01 a{SINOKzZ¢ 2N Of A

name
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Advantage Budgeting > Budget Tasks > Formulate Budget Request > Select Budget Request

Select Budget Request

Layout Code: |BASE_BUDGET_REQUE Request Code: | Current Rank: I_
Layout Type: Generic MName: | Stage: |:
P —
Organization: | 7

Edit |Copy Header |Copy Alll |View Display

g !
Request Code !

0 Search for the desired value and then click icon.

i To use a favorite:

o0 After the favorite has been addedhen you use a field like that abowdick on th
AO2Yy | vy RalistBfdz@rted ite&rsSYBu carthen click ona favoriteditem to add it
to that specific field.

Advantage Budgeting > Budget Tasks > Formulate Budget Request > Select Budget Request

Select Budget Request

Layout Code: IBASE_BUDGEF_REQUE: Request Code: I Current Rank: I
Layout Type: |Generic MName: I Stage:
Organization: I 4

Edit| (Copy Header| Copy Alll |[View Displav SRS

Finance & ;
n Request Code 01110 Management @

Refresh Cache Page

TheRefresh Cachpage wil allow users to update their current Vantage session so that you can see newly
created data without having to log out and then back in.




VANTAGE END USER GUIDE

ADVANTAGE euvdgeting

SBFS Projection/Allocation Security Utilities Budget Tasks Dashboards Integ

lgeting > Utilities Import / Export
| Rollover

Purge Definition Maintenance

DCM Selection Maintenance

~ ! Lock e
Categories
| Advantage Budgeting Classes

mpo XPOTY Refresh Cache Page Frport data.
Rollover - This ¢f Macro Definition Maintenance
Batch Job Status

Pages 8atch Job Schedule
Purge Definition Maintenance

Batch Job Status
Batch Job Schedule

To Refresh Cache:

1. Navigate to either the Utilities main menu or clidklities in the navigation bar
2. Click theRefresh Cache Padmyperlink

3. Click the Refresh Own Cache button

4. Use the breaetrumb trail or the category toolbar to continue
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2. The Budget Process

Vantage Budget Development

Budget Office:
1. Prepares system for budget year (Actuals, ¢iR,)
2. Updates Training/lanual
3. Distributes Budgeinstructions
4. Conduct€EndUser Training

Establish Base Budget|

Departments
1. Enter budgetary information, including:
a. OperatingBudgets
b. Personnethanges and fundingplits
Prepare Budgets c. Supplementabudget forms

Budget Office:
1. Consolidatesudgets
2. Validates details and vets proposals

Budget Office:
Finalize Internal Serviédaunds Retirement andInsurances
Provide finalGeneraFundTargets
{SYR D2@SNYy2NRa wSO2YYSYyRS

Develop Executive (JFO)
Budget . Produce thel.ittle Budget Book and BBudget Book

Departments:
1. Submit Initial Budget Submissions
2. Enter final budgein Vantage

Both:
1. Meet to discuss upcoming budget request

Track Legislative Proce 1. The Budget Offictracks legislative process at account level
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Vantage Hierarchy
Organizations

Organizations are organized in a hierarchy that dictates how theypdib the total budget. When
enteringorganizationinformationinto a field the user should be aware af what level their information
should be storedThe table below outlines hoviané consolidation codes relate to the budget rof.

Organization Consolidation Level Description

1 All State

2 Functional Area

3 Business Unit

4 Appropriation Dept. IC

Funds

Funds are also organized in a hierarchy that dictates howebagolidate. Whemnteringfund
informationinto a field the user should be aware at what level their informatiorshould be storedThe
table below outlines how théund consolidation codes relate tine fund roltup.

Fund Consolidation Descripton

Level
1 All Funds
2 Fund Type (Special Fund, Enterprise Fund, Interdepartmental
TransferGeneral Fundgtc.)
3 Fund

The hierarchy structure for organizations and fuagsused when running reports in infoAdvantaged
the most common data entry and reporting structure is organization level 4, fund level 3.

Entering the Budget

Departments need to create their budgets in the Vantage sys&owme of the information will be
imported before end users enter the system, such agpesonnel data that is imported into Vantage
from VTHRDepartmentsare responsible foverifying/updatingthis personnel dataentering operating
expenses, grants, arahyother necessary informatiorDepartmentsare responsible for completinipe
following Vantageforms: Department Base Budget Request, Budget Narrative, Grants Out Inventory,
Interdepartmental Receipts Form, Estimated Federal Receipts, and Decision ltems.

In the following sections we ilWpresent information on how théudgetprocess relates to the budget
system, a step by step guide for each process,Tagl Procedure® demonstrate the process.
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3. Base BudgetRequest

I RSLINIYSydQa .l1asS . dR&NNBYa LEHNPARSTEANBR aa@RBS(
j dzS a HoveYdYO Ky gAff AG O2ad (G2 R2 GKA&a &SI NR& o0daAaAySa

Department users will be responsible for entering Base Budget Requests, described below. As described in
the SBFSection(later in manal), while department are responsible for ensuring the validity of employee
and position informationthey will not be responsible for calculating total Séamland Benefitscosts.

Completing a Base Budget Request

1. After logging into Vantage, navigate Budget Task§bFormulate BudgeRequest
2. In theCodefield enter BASE ClickSearch
3. ClickBASE_BUDGET_REQUB®Erlink

Advantage Budgeting > Budget Tasks > Budget Layout Selection <.

Budget Layout Selection

Code: |BASE* ~ Mame: Search
Display Items

Ei'l | BASE BUDGET REQUEST |

4. To Open a New request:

a. ClickNew
5. To edit an existing request:
a. QickSearch
b. dick the check box to the leif the request you would like to open

c. ClickEdit PleaseNotethat you can only create one request gpropriation.

Reference Data SBFS Projection/Allocation Security Utilities Budget Tasks Dashboards Integration

‘Advantage Budgeting > Bu Tasks > Formulate Budget Request > Select Budget Request

Select Budget Request

Layout Code: [BASE_BUDGET_REQUES Request Code: Current Rank: Search
Layout Type: | Gene - Name: Stage: -
Organization: [1110003000 7

(men] (E8%) [ Coyrissder ] [Gamval ) (View) [Deisis] [Save) oissiey 10 = rems
-_m
=[~]

Finance - Budget & Management Base Budget Request 0 1110003000

Go to top of page

6. When Opening a New request, you will be asked to fill in the following information
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Request Codeldave blankthis field willauto-generate aaumber)
Name:{ £ S| & S YQuyAp@dpiatioa Kamease BudgaRequest)
Stage{(1)

Ranking Type: (leav®ank)

Organization: (enter Appropriation DeptID or click the hyperlink to search for
an AppropriatiorDeptID)

® o o T 9o

Create Budget Request

Expand All | Collapse All

— - Budget Request Information @

Budget Instance Details
*Request Code: *Name:

*Stage: Ly Ranking Type: ¥
-~ |7Ranking Type:
Description:

Return to Top

- Budget Request Information
’VR ‘

eturn to Top

Dimensions m
Organization: 4
R¢

eturn to Top

Go to top of page

g. AfterclickingSave& | YSaal3aS gAftf AYyRAOFHS (GKS W OGA
Budget Lines tatwill become available

7. TheBudget Lined abis where all of the expenditure data exists and is where you will
enter your budget requestsYou can enter budget informatidn the followingways:

Hand enter information into the Request Amawaitimn

a. Add a new line item by clickingew Itemon the left side of the page above the table.
A new line will appear at thisottom of thetable.

b. Enter the following information in the new line cofields:

i. Fund: (enter the Fund object codeanually if knowror search for a fund
using theglobal search icon

ii. Budget Object: (enter the expenditure object cadanually if knowror
search for an expense object using tjlebal searclicon)

iii. Request Amount: (Enter the amount you wish to budget for this
Fund/Expense Objecbmbination)

c. Delete an item by clicking the check box to the left of the item you wish &taléhen
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clickDelete Item

d. Once you have entered the Requested Amounts for your Base Budget RetickeSgve
shown in the top right corner of the screen

Navigate between pages of the Base Budget
request by using the Item Page links justlow
the New Item button.

Use the import/export feature, including the Excel Interface template

Many forms and layouts allow for the import and export of data directly into budget forms, including the
Base Budget Request Form. Many users will findfdlaitire extremely helpful due to its integration with

Excel.

Edit Budget Request | Budget Lines | Document Attachments

Organization: [1110003000

static Fields (1)
’1"“: Code: [BASE_BUDGET_REQUES Layout Type: - Request Code: [S081 Request Name: [Finance - Budget & Man: Stage: [3

Return to Top

[(Befresh | [(Zeroout | Display Sub Total: [~ Select Model:
Newttem | (_Copyitem ] [ Delete tem | Excort Imoot AuditTral ViewGrach pisplay 10 ~ Items \View 2sCSV

Item Page: 12345678

Budget tlevzozs [rvaois Justification Line Text
Object
Reaget
#[1c000 ¢ 500050 & E 1,001 un\[ ]
#0000 ¢ Msossz0 4 &
#ioo00  # 505200 4 E 1663 nu\ 31,267 @[

#ico00  + #soss00 & € 400  300[ 300 (&
#iooo0 ¢ Msos700 & E 0 70[ @
#io000  # Mso6200 ¢ € 0 of
e
€
E

DW«OW« 340 1,408[
s ®s0

_1 B DI'EBT./PBEEO—J
B 7 10 oo ¥ Msis010 ¥

o T e _

Al | Collapse All

@
)

4,508 o wo%
0 n\ @;

CICRCACACACRCHS
qin oo an
Y o X B Y R -

Go to top of page

To locate the import/export links,ree theBase Budget Reques selected, select thBudget Linegab
andthe import andexport links will appear right above the budget rows
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(& Budget Lines | | i - B - ) e - Page-

Edit Budget Request | Budget Lines | $ocument

\

Layout Code: [BASE_BUDGET_REQUE Layout Type: [Gensric -] Request Request Name: [test 3420021000 Stage: [

Organization: [3420021000

= static Fields (1)

Return to Top

T — Budget Lines
Refresh |  zero out | Display Sub Total: [T Select Model: | . 1 Import and Export

fewttem | | Copyttem | | Delste ttem |(Export Import)audit Trail View Grsph pisplay [10 o ttems  View as CSY

Ttem Page: 12345678910111213141516171819 20 p |

e N
EAr 1 o0 & #0000 & aswewm[ |6

Er 2 #ioon0 & 00040 & E wees[ = l—
Er s o0 & 50000 & £ FERE) I—| |
Er « fiooa0 #soooro & £ ssee]  E | |
Ers o0 #0100 & 3 133 B |
Er s o0 7 50100 v £ FIECE] | I

Er - Pfiooan & #lso1s00 & 3 swee B |

Er s o0 & #s0z000 & E sades| B | |

@l‘ 9 o0 & Blsozso0 v £ sger[ E l—
Pfiooan #s0z000 & wsa[ &=

Export

Select theExportlink, then on the following pofup, selectSave and save the file to a local directory on
your computer Do not change the file name or file type.

E][] 8 #Mssi0 & #s22216 & E 26,469 20,000 | 20,000 [ |
B e #ssi0 ¢ 522273 E 0 o[ 662,000 [

B 10 ssi00 o Psiz056 &

Expand All | Collapse All

50 to top of page

Do you want to open or save BudgetLineltems.csv from vantage.peoplesoft.state.vt.us? Open Save ¥ Cancel X
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Import

Select thdmport link from the pageThe file selection menshould then appear.

f E Import Budget Lines Data | |

i ADVANTAGE sudgeting

Import Budget Lines Data

Expand o8l | Collapse all

i — = Import Data File

I File: || I Erowsze. ..
i

i izcancel | Upload |

|50 to top of page

Whenperforming an export/import ensure thatou:
1 Do not add/edit/delete any column headers
1 Do not change the file name/type
1 Do not upload files with special charactefsdr alpha characters (Nihg column headers

Downloads and upkds may take a few momens® please be patientThis is especially true if there are
more than 500 budget entries on your form.

After watching the progress bar complete the operation, you will be returned to the Base Budget Request
where the existing datavill now have @--N*—1-S-thiratR i tebld dak (that was exported)and
the new data(which was imported)will beisplayedbelow it.

** Note that the Import processleletes all previous data andeplacesit with the data in the uploaded .csv
file. Take extreme caution to ensure that rows with prior year actuals are not deleted, even if those rows
will not be used in the budget year.**

If you are satisfied with the newly imported datdickSave Again, this operation may take a few
moments, becase the system has to delesdl previousdataandthen insert new dataOnce the
application saves the informatioroy will then be notified that the operation was successit see your
updated data

1P | To see any changes made to budget lines
within forms, you must click the Search
button again after clicking Save!

8. Submit your initial Base Budget request (review the schedule of when submissions must be
ready for review witlthe Budget Officén the Budget Instructions) by returning to tielit
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Budget Requestab.

a. Select theStagedropdown and select (2). Stage 2 indicates that your budget is ready
for review by your assigned Budg&talyst.

b. ClickSave There will be opportunities to edit your Base Budget Request during Stage 2,
but this shouldoe done in consultatiowith your Budget Analyst in preparation for the
D2@SNYy2NNa w®dige YYSYRSR

Once your form is finalized yoBudgetAnalyst will move it to Stage 3. Departments can no longer edit
their budgets at this stag®nlythe Budget Offte can makeedits.

How To Avoid Locking Yourself Out

Vantage has a LogRut functionthat ensures the validity of data entered in the systéihen any one of
the following situations occurs within the base budget form, the end user will be lockezhdunhust
request to be unlocked by the Vantage Administrator Team.

1 Multiple end users attempting to access the same base budget request

1 There was more than 20 minutes of inactivity within the base budget remqfesprevious session
(same user or differgruser)

1 The Export/Import process fails
In order to avoid these situations

1 Erd users within the same business office should never attempt to access the same base budget
request (i.e. samdeptld) simultaneously.

1 End users should save frequently and naiégout of the base budget request when they know
they will have extended periods of inactivity.

End users should follow above instructions to execute a successful export/import process.

Test Procedureg Requesting a Base Budget

Budget Tasks Formulate Budget Request
m LY /2RS CASEtR 9yGSNIo.! {9F0
m { SBASE) BUDGET REQUEST

Create a Nevirequest
M { SKe® Buiton above the table

UnderBudget Instance Detailsleader, populate the following:

M wSljdzSad / 2RSY o[ SIFH@S .tFylz aSldsSSyaal f
M blYSY 6®! LIWNBLINAIF GA2Y bl YSE ¢ i

m {GF3SY 6mo

MRanking Type: (Leave Blank)
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UnderDimensionsHeader, perform the following steps:

M / f A OrganidatiosHyperlink

™M 9YGSNI @! LIWNBLINAF GA2Yy 5SLJiL56 Ay GKS [ ;
m / fSéafeh

M {StSOG ®! LIINPLINAFGAZ2Y 5SLIGIL56

m / Save |

Add Budget Line Expense Object

M / fBuddgel Linegab

M / tNawdtem

M LY SYLié FdzyR FTAStRXZ SyGiSNJ CdzyR é6mnnn.
M LY (KS SYLie endeRES(55@42 SO0 FASERI

M LY wSl dzSa lenter$sR,e)ii. CA St RX

M / Savé

Delete a BudgeExpense Object

M C A Budyet [Expense object to be deleted

m/ftA0] G(KS OKSOl o62E G2 G(KS fS¥Ti
M / fDalade]ltem

m / Save |

Export Base Budget Request Form
M Buyfiget Linesab of the Base Budget Request Form, diigkort
M . dzZRIASG[ Ay SlowinlGad & POA D G AT €

Import Increased Request Amounts into Base Budget Request Form
wSGdz2NYy G2 +lFydal3as

Buyfiget Linesab of the Base Budget Request Form, clickithgort Hyperlink
/| Browsgand Select the BudgetLineltems.csv File

/ fUpldad Note: All old budget line items will be grayed and crossed out

g dJdddI

/| fSav@Note: The old budget items will disappear, and only uploaded items will rem
M +SNAT& {KuplibaddtiRarrdetlylbyrefarrBd\i®the spread sheet.
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Submit Initial Budget Request

™ b | @A Hdit BUigeiiRequedhb of the Base Budget Request Form
m {StSOG {d13S oHO

m / Save |

4. Supplemental Budget Materials
Budget Narrative

¢ KS .adzRR=S 2 2
narrative offes| 06 NA ST
upcoming year.

sitibn répé@rty; @xpehditird répygrts, Arfd ndrdatsg suitable
NALIGAZ2Y 2F + RSLI NIGYSyYyd 2N I LILIN.

1 A
a

£ o))
RSaO

Please follow these guidelines belovewkntering budget narrativésy (02 +F y i3S T2 NJ dzaS A
.dzRASG . 227 ¢

1 There are three budget forms for Narrativebich allow for narrativeentry at the
Agency, Department, and Appropriatitavel.
a. TheNARRATIV®Brm should be used for narratives at thgpropriationevel

b. TheNARRATIVE_DEPARTMHENT should be used for narratives at the
department level

c. TheNARRATIVE_AGENGHN should be used for narratives at thgencyevel

 Please looktotheriord S NR& . A3 . dze defimine h2H narfav/eNiyin(g)
to complete for your department.

1 There are three fields in the Narrative form to enter information into (Mission Statement,
Department Description, Key Budget Issues).

1 If you are copyingrad pasting narrative information in the form, be sure to clean up the text
as some characters and formats will not translate correctly into Vantage (i.e., apostrophes that
look like Ac AL AL ACA A A ALALA: A A¢ ;thalldtoklike Ag).

To eliminatemany of these special characters
issues paste your text into Notepad prior to
pasting it into the appropriate Vantage field!

The specific steps for entering a Narrative are listed below:
1. After logging into Vantage, navigate Budget Task§bFormulate BudgeRequest
2. IntheCodefield enter NARRATIVECIickSearch
3. Selectthe appropriativeNARRATIVE hyperlink
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4. If updating an existing Narrative:
a. 9y i SNJ & 2 dzNID&S/BuddesE Bnjt/Agericy Code atidkSearch
b. Highlight the request you would like to op@md dick Editto edit an existing request
5. If creating a new Narrative:
a. ClickNewto start a new request
Note: Similar to the base budget requesguy/can only reate one request peappropriation
6. When Opening a New request, you will be asked to fill in the following information

a. Request Code: (leave blank, this field will agemerate anumber)

b. Name: (Your Narrative Name)

c. Stage(l)

d. Ranking Type: (leav®ank)

e. Organization: (enter Appropriation DeptID, Business Unit, or Agency Code)
f. After entering information, ClicRavein the upper righthand corner of thepage

g. AfterclickingSave& | YSaal3aS gAftft AYyRAOF (G Natawé W! OGA
tab will become available

7. Click theNarrativetabto input the narrativénformation
a. Enter your content into the following Sectifialds:
i. Department/ProgranbDescription
ii. Goals/Objectives/Performance Measures
iii. Key Budget Issues
b. Clicksave

8. To submit youNarrative form, select staged the Edit Budget Requegtb. This is a signal to
your Budget Analyst that the Narrative is ready for review.

Grants Out Inventory, Interdepartmental Transfer Receipts, Federal Receipts
The followingsupplemental formare requiredfor submittingl R S LJI Nalidge$ayidalthave the
same formating:

1 GRANT_INVENTORY

1 IDT RECEIPTS

1 EST_FED_RECEIPTS

These forms verifthe Grants Rollup Budget Objet®T Fund, and Federal Fund, respectiadyeported
in the Base Budget Reque$b help understand the intent with the formand usingGrantsas an
example: if a department has added $100K in Grant account codedefigtment will use the
Grantlnventory fornto list all of the individual grrats that arebeing distributedandthat total will match
the Grants totain the Base Budget Requ&$tL00K) This allows departmentto tie the actual grants
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provided to the amount budged.

The specific steps for enteririgese formsare listed below:

1. After logging into Vantage, navigate Budget Task§bFormulate BudgeRequest
2. IntheCodefield enterGRANTS_INVENTORY or IDT_RECEIPTS or EST_FED GREIGEHPAIS

3. If you are updating an existing form:
a. 9Y G SNJ &@2dz2NJ RSLJ NigkBedghi Qa 5SLJiL5 FyR O
b. Highlight the request you would like to op@md dick Editto edit anexistingrequest
4. If you are creating aew form:
a. ClickNewto start a new request
Note: Similar to the base budget request, you can only create one requagipepriation
b. Provide the following information:
i.  Request Code: (leave blank, this field will agémerate aaumber)
ii.  Name: (Your Appropriation Name)
iii. Stagef(l)
iv.  Ranking Type: (leaw#ank

v.  Organization: (enter Appropriation DeptID or click the hyperlingearch for an
AppropriationDeptID)

vi.  After entering information, ClicRavein the upper right hand corner of the
page

vii. AfterclickingSave | YSaal 3S gAff AYyRAOIMS GKS W!
Budget Linegab will become available

5. ToAdd a New Budget Lineem
a. Click on theBudget Line§ab
b. ClickNewItem
i.  Enter, or Searchfor the appropriatg~und

ii.  Enter, or Searchfor the appropriate Budget Expense Object, listed below for
each type:

1. Grants Out InventoryGRANTS_OUT_EST
2. InterdepartmentalTransferReceipts 495000_EST
3. Federal ReceiptsA30000_EST

iii.  Enter a justification in thdustification Line Texfield where appropriate for
everyline item.You must use the proper naming convention, the standard
justification for each is listdukelow:
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1. Grants Out Inventorg The name of the program or entity
receiving the grant

2. Interdepartmental receiptg WD A AALYNER LUNRA | GA2YQ 59t ¢ L°
WDAGAY 3 | INGGB LINAF GA2Y Q

3. Federal Receipts CFDA # ; Name of the Fedeeahnt

6. To submit your form, select stage 2 of thdit Budget Requegtb. This is a signal to your Budget
Analyst thatthe formis ready for review.

TP
E Remember to click fiSaveo often during form submission!

Test Procedureg Submitting Grants Out Inventory

Budget Tasks Formulate Budget Request
M LYy [/ 2B6r GRANTS RIVENTQRY
M { SGRANTE_INVENTORY

Create a New Request
M { SKe& Buiton above the table

UnderBudget Instance Detailsleader, populate the following:

M wSljdzSad /2RSY o[ SI@S . tly1> @geBdiadSy Al f NEF
M bl YSY ¢! LILINRdnbIFedti A2y bl YS8

M {dF3ISY o6m0

M wlkylAy3a ¢&LISY o6[SFE@S . tlFylo

UnderDimensionsHeader, perform the following steps:

M / t A Oryanizatiodyperlink

M 9YGSNI ! LILINBLINRFGA2Y 5SLJiL56 Ay GKS [/ 2
M / fSéafeh

MSelect [Appropriation DeptID]

M / Save |

¢
w»
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UnderDimensionsHeader, perform the following steps:

M / f A OrganidatiosHyperlink

M 9YGSNI @! LILWINBLINAIF GA2y 5SLJiL56 Ay GKS [/ 2RS
M / fSéafeh

M { St SO0 ®! LIWINBPLINAF GA2Y 5SLIiL56

M / Save |

AddGrants Inventory Object
Click theBudget Linedab
MClickNew Item
MFund: (20405)
MBudget Object: (GRANTS_OUT_EST)
MEstimate Amt: (10,000)
MJustification Line Text: (The name of the program or entity receiving the grant)
MClickSawe

Grants listed in this form must equal budgeted
grants! Your Budget Analyst will review that
they match, and that the name of the program
or entity receiving the grant is listed!

Test Procedureg Submitting Interdepartmental Transfer Receipts

Budget Tasks Formulate Budget Request
M LYy /2RSS IDOARECEPTO Y G SNJ 0
M { SIOB RECEIPTS

Create a New Request
MSelectNew Button above the table

UnderBudget Instance Detailsleader, populate the following:

M wSljdzSad /2RSY o[ SI@S . fFy12 aSldzsSyadalt N
M bl YSY 6! LILINRTRNFiptsiTey bl YS8

M {dF3ISY om0

M wl yType:ylBave Blank)
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UnderDimensionsHeader, perform the following steps:
M / f A OrganidatiosHyperlink

M 9YGSNI @! LIWINBLINAIF GA2y 5SLJiL56 Ay GKS [/ 2RS
M / fSdafeh

M { St SO0 ®!' LIWINBPLINAF GA2Y 5SLIiL56

M / Save |

UnderDimensionsHeader perform the following steps:

M / f A OrganidatiosHyperlink

M 9YGSNI ! LILINBLINRFGA2Y 5SLJiL56 Ay GKS / 2RS
M / fSéah

M { St SO0 w! LIWNBLINAIF GA2y 5SLIJiL58

M / Save |

Add Interdepartmental ransferReceipt Object
MClick theBudget Linedab
MClickNew Item
MFund: (21500)
MBudget Object: (495000 EST)
Estimate Amount: (10,000)
MWdza GAFTAOFGAZ2Y [AYS ¢SEGY O0WDAGAY I | LILINE LINJ
MClickSave
MClickBack

TP IDTs listed in this form must equal budgeted IDTs!
Your Budget Analyst will review that they match,
and that the giving appropriation DeptID and giving
appropriation name are listed!

Test Procedureg Submitting Federal Receipts
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Budget Tasks Formulate Budget Request
M LY [/ 2RS ESAFEDRECHPTIS NJ 6
m { SEST GED _RECEIPTS

Create a New Request
M { SKe® Bufton above the table

UnderBudget Instance Detailleader, populate the following:

™ wSljdzSad /2RSY o[ SIH@S .ty aSlidzsSyaal t N&E
M bl YSY 6®! LILIINGEDREECpiS X338ty bl YS8

m {dF3SY om0

M wlkylAy3a ¢eLISY o[ SFHBS .t+Fylo

UnderDimensionsHeader, perform the following steps:

M / t A Qryanizatio§yperlink

M 9YGISNI &! LIWINRBLINREFGAZ2Y 58LJGL56 Ay GKS /2
M / fSaafeh

MSelect [Appropriation DeptlD]

M / Save |

puj
(0p))

UnderDimensionsHeader, perform the following steps:
M / t A OrganizatioSHyperlink

M 9YUESNI &! LIIINBLINAI GA2Yy 5SLJiL58 Ay (GKS / 2RS
M / fSéafeh

M { St SO0 ! LIWINBLINRF A2y 5SLIJiL58

M / Savéd

Add Federal Receipt Object
MClick theBudget LineFab
MClickNew Item
MEnter Fund (22005)
MEnter Budget Object (430000_EST)
MEnter Revenue Estimate (10,000)
MEnter Justification Line Text (CFDA # ; Name of the Federal Grant)
MClickSave
MClickBack
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HP | Federal Funds listed in this form must equal
budgeted FFs! Your Budget Analyst will review
that they match, and that the CFDA number
and the name of the federal grant are listed!

Decision Iltems

Decisionti SYa | NB GKS FAyYylFf LASOS 2F | RSLINILIYSYy(dQa odzR
instructions for more specifications on the use of decision items.

Decisiontems represent increases or decreases to department budogted omew initiatives For

example, a projected increase in the cost of fuel woulddfkected asan increase ithe basebudget

form, whereas a projected increase in cost from staffing a lawratory would beeflected in the
decisionitem form. Adding or eliminating a program would also be aspects of your budget that should be
included using decisionitem request.

Decisionitem requests should be submitted during the initial budget sulsiis (see the yearly budget

instructions) but can be submitted throughout the budget cycle as necesgany.Budget Analyst will

perform an initial review of allecisionitem requests to ensure their completeness. The Secretary of
Administration and Comissioner of Finance will reviegiecisionitem requests and determine whether or

not they will be included inth® 2 @S NJ 2 NR & NEB O.ZrvubEigeRaSaRyst wildavArsd]
approveddecisionitem requests tastage 3 in Vantage. If the request is nopagved, it will stay astage

2. Once approved tetage 3,decisionitemrS lj dzSa G a | NB I ( (I Goxaboiigefiloter RS LI NI
Decision Items left at Stage 2 will not be added to the Base Budget but will remain on Vantage for
departmentreporting.

infoAdvantage reports will not reflect decision
items until they have been approved and
moved to stage 3!

Unlikebasebudgetrequests or other supplemental forms, departments can and should create multiple
decisionitem requests for each appropriatiahthey are proposingnore than one policy or programmatic
change.

The specific steps for enterirtlgis form arelisted below:

1. After logging into Vantage, navigate Budget Task§bFormulate BudgeRequest

2. IntheCodefield enterDECISION_ITEM_RElckSearch

3. 9y SNJ @82dzNJ RSLI NI Beughi Qa 5SLIJiL5 FyR Of A07
a. ClickNewto start a new request

b. Highlight the request you would like to opemd dick Editto edit an existing request
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4. When Opening a New request, you will be askefilitin the following information
Request Code: (leave blank, this field will agemerate anumber)

a
b. Name: (Your Appropriation Nanaadshort text description of théecision ltem

e

Stage{(1)

d. Description:fill in a description of the decision iteraquest¢ i.e. New Game Warden
for CentraNT)

e. Decision Item TypéPersonal Service [new position], Operating [for a discrete service,
i.e. new copier], New Initiative [new projects or programs], Reductions [reductions
required to meet budget targets])

f. Ranking Type: (leavielank)

g. Organization: (enter Appropriation DeptID or click the hyperlink to search for an
AppropriationDeptID)

h. After entering information, ClicRavein the upper right hand corner of thgage

i. After clickingSave a message will indicate K S W! Ol A2y ¢ithéBudgetzOOS & a ¥ dz
Linestab and thePosition Linegab will become available

5. ToAdd a New Budget Lirieem
a. Click on theBudget Line§ab
b. ClickNewItem
i.  Enter or Search for thappropriateFund
ii. Enter or Search for thappropriate Budget Expense Object

iii.  Enter the Requested Amount in thenGoing Requesteld. Items in this field
gAff FLIISEFENI AY GKS TReyiest2oAy3a &SI NDa . | &

iv.  Enter a justification in thdustification Line Tekeld.
c. ClckSave
6. ToAdd a New Position
a. Click on thePosition LinesTab
b. ClickNewItem
i.  Enter or Search for thappropriateFund
i.  Enter or Search for the appropriate Classification
ii. 9YOSN)I GKS LRaArdAzyQa adl NI RIFGS
iv.  The position end date should be the end of fiezal year being budgeted for
v. Enter the FTE (1 or lower) and the count of positions

vi.  If known, enter additional information such as Grade, Step, and Category. If this
information is not entered, a default cost will populate from the Classification
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selected The Budget Office strongly suggests using the Vantage system to
calculate employee costs. However, if the Vantage cost projection needs to be
overriddenafter discussion with your Budget Analyshter in a percentage in

the Salary Percentage field.

c. Clik Save

L New Position Requests require entries both the
Budget Lines tab and the Position Lines tab!

7. To submit your form, select stage 2 of thdit Budget Requegtb. This is a signal to your Budget
Analyst that the form is ready for review.

5. Salary and Benefits Forecasting System

The Salarand Benefits Forecasting System (SBFS) is the module in Vantage that contains statewide

employee salary and benefit informah. Employee information is loaded into Vantage through an

interface with the Vermont Human Resources syste¥THR. SBFS projects departmental personnel costs

for the upcoming budget yeayaccurately depicting the cost of employee step increases, vauasitions,
0SySTAGa O2aiazx SGO® IyR LI ASa GKSasS O0z2aita RANBC
The Budget Office loads employee information after the first pay period of the current fiscal year.

Therefore, the starting point for all positioemployee, and assignment data is the first pay period of the

current fiscal year.

*Note: Exempt Qositions will always need to be manually updated by departments to account for the
Fyydz- €t ATFGAZ2Y 27F (When@pplichtk)2 NJ @ ST NRa t & ! Of

If there has been a position, employee, or
assignment change within your department after
the first pay period of the current fiscal year, the
data will need to be updated for budget
submission!

Salary Projections z Personnel Costs

After loading VTHR data after tfiest pay period of the current fiscal year, the Vantage Administrator

Team will therregularlyexecute Salary Projection ¢ a series of automated calculations that will derive

the budget need for departments based on the current set of employee information and the estimated

costs of the upcoming budget year (health insurance premiums, employee retirement contribution rates,

future year salary tables, etc.). Note: Projections are calculated fromutrent¥ A 8 O f & S+ NDa al f
and will not include upcoming salary increases (i.e. will not include Pay Act amounts). If updated benefits
tables become available in Octoberovember due to negotiations with VSEA, the Salary Projection will

be updated to reflect these negotiations.
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The salary projections will theautomaticallypostthe calculations to the budget request time period. The

costs will append to department budgetquests, without the need for department users to enter Salary

or Benefit information. It is prudent for department users to review their employee information for

accuracy, the steps by which to review are described belmte: Benefits information wilbe uploaded

RA2NAyYy3 GKS {FfFINE tNR2SOGA2y SESOdziSR o6& GKS zlyil
benefits have not changed since August, departmesgrsdo not need to review the file or make

changes!

Nightly projections automatically rurirom 2am¢ 6am. Additionally, the Vantage Admin Team runs
manual projections daily from noom 1pm. Vantage is locked while projections are running.

TIP Salary and benefit costs for existing positions and employees are
automatically calculated by Vantage! In order to ensure Vantage calculates

these costs correctly, departments must verify the accuracy of the

personnel information in Vantage!

Remember: New positions will be handled through the Decision Items form.

Costs for new positions are not within the costs produced by SBFS!

The Personnel Review Process

As it isimportant to properly define the various entities in SBpiBase familiarize yourself with the
definitions below

Employee A human resource that can fill a position

Position A job titlethat is filled by an employee

Assignment Relates an employee to a position

Vantage contains margoints of entry for salary and benefit informatiom ensureaccurateprojections.
Vantage looks to the followingecords in the following orderwhen execung projections

1. Employee; if blank then
2. Position; if blank then

3. Category; if blank then
4

Classification (which contains a default Category)

All instructiors belowteachthe end user to enter information on the employee record and (then) position
record. However, if information is left blank salary and benefits will project using information on the
categoryrecord End users do not have access to view or eatiégory remrds, and therefore it is highly

recommended that end users follow instructions to utilize employee and position records.
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TIP Take 2-3 second breaks between clicking buttons in
the SBFS module. Save often! There is precedent
for Vantage deleting/corrupting position records
based on fast movement between pages.

Editing Existing Positions/Creating New Positions
1. After logging into Vantage, navigate $88F$hPositions, Employees and Assignmdij®osition
Maintenance
a. If you are editing an existingpsition:

i.  Search for positions using the Global Search fundtithre exact number is
unknown(i.e. 34%

ii.  Click on a position number and Click Edit

b. If you are creating aew position (i.e. one that was created between the first pay period
of the current fscal year and present day)

i Click New.

2. Provide new or updated core information in the Edit Position tab (Core Information fields able to
be changed below):

a. Position Number

b. Count of positiong Note: shared positions have a count of 2
c. PositionClassification Code and Name

d. Approval to Fill checked

e. FTE amount

-

Program Code

Primary Fund Source

s @

Organization DeptID

If the position is vacant and exempt, enter the Current salary box.
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- _Position Information [

*Position Number: Byt
Hame:
O g "Bosibgn Classifizabon:
Create Date- [ “oeee * "Nﬂ'“czl |
Funding Start Date: Eosmition Cat=gony: ’7 ¢
Funding End Date: Fosition Grade: v
Posilion Step: ’7 o
Salary Table: v
Description: Rzport Clazsilication: r
Retum to Top

- Position Attributes

Appraval To Fill: Military: [l
Position Status: # Position Location Code:

Employment Type: # Unemployment Faclor:
Lump Sum: # Curr=nt Salary &mount:

Retum to Top

ifvacant exempt

- Position Percentages

*FTE Amount:
Salary Perc=ntage:
Benefit Percentage:

Retum to Top

- Home Dimension S=t
-Accounting Templa
Accounting Template:

*Program: &

-Dirmension Set-
| *Fund: &

*Organiration: &

Retum to Top

3. Verify information in the Benefit tab is correct:
a. If position is vaant
i. There should be benefit information
b. If position is filled:

i. There will be benefits informatioan the employeerecord, not the position.

TP Benefits:
- Vacant Position 4 in Position Maintenance
- Filled Position 4 in Employee Maintenance

4. Review the position to determine if there is a fund split
a. If there is no fund split for the positionlick Save
b. If there is a fund split for the position:

i. Click the Position Allocations tab, which will carry all informationduitenal fund
splits to the primary fund source listed on the Edit Position tab.

ii. NOTEThe integration with VTHR after the first pay period of the current fiscal year will
only contain the primary fund sourcall additional fund splits will be entered
manually.

iii. ClickNew Item
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iv. Enter the Allocation Percentage and the Fund

Note: Do not enter a percentage amount for the primary fufilde Primary Fund Source percentage will
be automatically lowered by the sum of all allocation percentages added.

If position fund splits are saved in Vantage but you do not see
them populated in infoAdvantage reports, confirm that the
program, fund, and organization dimension fields are not
populated on the employee record.

Editing Existing Employees/Creating New Employees
1. After logging into Vantage, navigate 88F$hPositions, Employees and Assignmdrtjs
Employee Maintenance

a. If you areediting an existing employee:
i.  Search for employees
ii.  Click on an employee number and Click Edit

b. If you are creating a new employee:
i.  Click New

2. Provide new or updated core information in the Edit Employee tab(Core Information fields able to





































































